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Welcome to eVenues

Congratulations on discovering eVenues i the new way to market and manage your
space on the Web. You should think of eVenues just like Expedia® - but for meeting

space.
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eVenues: Designed for..&Meduasy’ s Consumer s

I'tds no sur pr i sietoughlinahis neweconomys Consainmers expect
affordability, flexibility, portability/accessibility, and faster response times. Venues need to
adjust.

That is why eVenues gives venues all the tools you need to get in the game & FASTé with
lots of benefits, including:

Marketplace for discounting your space and make $$$ (A affordability)

Stunning profile with photos, configurations & pricing info (A flexibility)

Easy to access from any Web browser (A accessibility)

Actual up-to-date availability schedule for customers to view (A faster response)
plusé

A killer SEO strategy that, overtime, ftouldoincrease your bookings as long as your
price yourself affordably (A Web visibility via organic local searches)

Integrated scheduling tools for managing your booking calendar. (A productivity)

No one said it would be easy, but eVenues has delivered a solution!
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This step-by-step guide is intended to help Venue Providers quickly set-up their space
profile and begin using eVenues. This process should take no more than 10 minutes

and ensure you produce a stunning space profile.

Overview Map / Parking Space Details

ok kk ok AVE RATING: 4.7 3 Reviews

CAPACITY: 25
$40 $300 | wrrves
/HOUR ) [DAY

DESCRIPTION:

This is where you would give a description of this space. Include any

Your Venue Here available amenities or any messaging you would like to convey to the
consumer.

YOUR SPACE/ROOM

2311 Broad Street
Seattle, WA 98121
http://www.YourWebsite.com

Select a Date Choose Time(s) Book Reservation
B Available Wednesday, August 12, 2009 Checkol
inavailable “
X lec
clec

B Selected Date

August 2009

Figure 1: Space Profile example at eVenues

Overall, one of the key benefits about eVenues and the venue registration process is

that a space profile need only be configured one-time, unlike other sites that require a

new enlistment every 8 days. It only takes completing a few forms to begin taking

reservations and a simple click ofacheck-box t o t ake yoafrf Irioroenso fionl

To get started, go to www.evenues.com/login.aspx.
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Venue Account Registration

To begin using eVenues, you must first enter your first name, last name, email, and
password.

This sets up an initial account for you in the system and begins the space profiling

wi zar d. I f you choose to complete your space
you a confirmation email with your password so you can login later and complete the

process.

®Venues

ast & Affordable Space

Welcome to eVenues!

You are just 5 easy steps away from having your venue profiled and beautifully displayed for thousands of space seekers
It shouldn't take more than 5 minutes...seriously! Download our easy to follow Getting Started Guide

After that, we quickly review it to ensure it contains a pretty picture, time availability, and a price before publishing live into
our marketplace

Register your venue Login
First Name: Email
Last Mame: Password:
Email
[ Remember me?
Password,
Repeat password. [y E—
[Fvou must agree to Terms Forgot Password?
Register

Figure 2: eVenues account registration screen

TIPS

1 Contact Name: be sure to have a FULL-TIME employee or manager complete
the registration as they will be the recipients for all reservation notifications.
Whoever is tracking appointments and reservations needs to be the registrar.

The next set of screens collects the necessary information from the Venue Provider for
eVenues to produce an attractive space profile.
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Step 1: Your Venue

Step 1 collects information about your venue

complete as possible when entering information into the fields because this is what the
customers will view in your LIVE space profile. Please pay attention to required (*)
fields.

Note: you can change or delete information later in the Meeting Room Manager module.

Venue Room Availability Rental Rates  Confirmation

Welcome to eVenues

Please tell | 1fo and pictures are in Step 2. Be

Name The Dome
ess 321 Pike
ity Seattle
tate  Washington v
» 98010
= http://www.thedome.com
ne David Jennings * Primary Phone 4259854790
one 2065551212

tact Nic Peterson * Emergency

[iFi @ Yes No

ing Parking in rear works. Street parking is by meter
during primary business hours. Watch out for the
meter trolls!

Attachments (eg. Mameting doc. file) (Opticnal

C:\Users\David\Docum:

ent @ Use Standard Rental Agree

Figure 3: Venue information profile form

TIPS

1 Primary & Emergency Contact information: the local day office or venue
manager 6 s name s h o primary cobntdact.urkeemhergerey contabt e
should be an after-hours manager, security officer or custodian who controls the
main entrance\exit for the space.

i1 Parking: be as thorough as possible when describing a hard-to-find space.
Provide convenient street & paid parking. Also, offer help in locating unloading
docks and over lit areas for after-hours meetings.
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i1 Attachments: Use this area to upload any additional marketing docs about the
venue\space such as: room specs, local service providers, etc. If your space is a
kitchen, for example, you might include additional appliance information or
instructions.

1 Rental Agreement: eVenues provides a standard rental agreement during
customer checkout or you can upload your own rental agreement. PLEASE take
a moment to review the standard rental agreement provided by eVenues and
including any special terms, liabilities or cancellation policies beyond what is
covered in the eVenues Terms of Service.

Note: Please email team@evenues.com if you would like a copy of our standard
Rental Agreement in Word.doc format to modify.

Step 2: Your Room or Space

Step 2 collects information about your rooms or spaces. This is a unique step because
youcan create multiple rooms in this single scr
button below (off this page). Once again, be as thorough as possible when adding
information into the fields because this what customers will view.

Tell Us About Your Room or Space
ired Figlds marked with ™
*Space/Room: Click to collapselexpsnd
MetiroDome AVYX

E-§=K

Boardroom Classroom Groupings Shaped Workspace Open

The:

*Maximum Capacity:
400

*Please classify your space:

@ Mesting Room (Confere

ce room, boardroom)

@ Event Space (Bar/Lou alre, party hall, open space

@ Classroom Training orkshop space)

@ Desk Space (Tempor office space, shared office space)

*Description:
Wide open space - 400 x 400 with 50ft ceilings. Glass windows span entire

two walls. Wood floors. Built-in kitthen. Great for company meeting or
product launch party.

Add Amenities (e.g. LCD Projestor, Laptop, AV equipment, efc
Amenity name Cleaning deposit Flat Rate § 250

Add Another

Image:

delete

Figure 4: Room information form

Venue Registration: Getting Started Guide Page 7


http://www.evenues.com/terms.aspx
mailto:team@evenues.com

TIPS

1 Configuration: The current conf i gur alspace n
dimensions. Please include room\space dimensions below in the description box
to help customers learn more about actual configuration of the space.

i Classification: This is required for properly classifying your venue for simpler
customer searching purposes on the homepage.

i Description: eVenues supports up to 1000 characters in the description box. Be
sure to include room dimensions. Consider using marketing information from an

existing brochure to include here.

doesnodt i

1 Amenities: A new feature we just added, now you can add amenities that can be
sold using a flat rate with your room. Examples might be tables\chairs, projectors,

flat-rate box lunches, cleaning fee, etc.

1 Photo Upload: eVenues supports uploading up to FOUR photos for each space

you profle. Be sure to use

actual

phot os

for

meeting room photo for a training room as customers need to see the actual
space. This will prevent wasted time for site visits. Note: Upload your best photo

first so it becomes the default large photo.

Step 3: Availability

Step 3 helps you set up the availability for each of your rooms or spaces.

enue Room Availability Rental Rates  Confirmation
Availability
Select the general availability of each weekday for your space. By checking "Available
for rent" your space will be listed for rental during that time. You will set your rental

rates in the next step

MetroDome

Start Time End Time
Monday —— - = -
Tuesday —— - -
Wednesday —— v - -
Thursday —= - -
Friday - - - -
Saturday —= e -
Sunday - «| [— -

Click

Available for rent

Available for rent

Available for rent

Available for rent

Available for rent

Available for rent

Available for rent

Specify two sets of hours for each day

¥| Specify a Start/End date

Start Date: [E] End Date:

Start Date is required!

you would like to include during your activated Start/End date

Figure 5: Main availability

=

MNote: Make sure "Available for rent” is checked for each weekly day

dialog
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Configuring availability is one of the most powerful features of eVenues. With just a few
clicks, you can configure and publish your room availability to the Web for immediate
booking. Or, with just one click, you can take the room offline (by unchecking the
@Available to rentdbutton).

TIPS

1 Migrating your availability to the Web:we real i ze i todés daunting
of your reservations and move your booking to the Web. You can either use
eVenues 100% of the time to list and manage your bookings or just use eVenues
some of thetimewhen i t h a s n 0 itModi ienpontantty,bectusetthe
Meeting Room Manager is directly tied to our marketplace, you can remove time
from the eVenues Marketplace instantly by dragging and dropping time on the
calendar.

1 Two sets of hours: Use this feature to create 2 blocks of time for 1 day.

i Setting availability: Start easy. Pick 1 or 2 days a week or an evening to test
the availability schedule and Meeting Room Manager.

i Start\End Date: The new Start\End time enablesvenuest o cr eate fAcampali
for renting rooms at particular times. They can activate the Start\End time and tell
eVenues to activate their spaces for rental at particular times. eVenues will send
you a notification within 24 hours of the expiring listing to remind you.

1 Managing multiple rooms: if you have set up multiple rooms, you can set
availability to multiple rooms in this one panel. The rooms can be collapsed and
expanded.

Step 4: Rental Rates

Step 4 helps you price your rooms or spaces.

Space'Room Rates
Price your room for either hourly or daily rental. Rates will be applied at checkout

MetroDome

@ Same price for all days Price by day
HourlyRate 50

Daily Rate 50

Figure 6: Pricing dialog
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Today, eVenues supports configuring same price for all days. Wh e n  u Sameapgice 6
f or a loptiondyaucandprice each of your spaces either by the hour or day. For
hourly rental, you can also indicate a minimum hour requirement, such as minimum
order acceptance to be 3 hours.

In addition, eVenues supports activating a Coupon Code. The Coupon Code feature is a
new mechanism for venues to discount their hourly or daily room rate and have it
reflected in the eVenues customer checkout experience.

When determining the discount amount, consider your current business situation.

For example, if you are an existing business that wants their internal employees (or
members) to book available meeting room time from the eVenues public marketplace
and not get charged, you need to set the discount equal to the full-hourly rate. This way,
internal empl oyees wonodét be charged by

1 In this case, you would set the discount rate at, say, $125.00.
1 You would then name the code: * Me mO0far'Member code 01, as you might
create multiple Member discount offerings.

Or, you might just want to run a promotion for booking your space. You could offer a
10% discount off $125.00.

1 In this case, you could set the discount rate at $12.50.

T You woul d then naOmeo tfhoer cPoudbel:i cii Rcuobd e
multiple Public discount offerings.

EDIT: Space\Room Rates

Price your room for either hourly or daily rental. Rates will be applied at checkout
First Room/Space
@ Same price for all days Price by day
Hourly Rate 5125 fhour
Daily Rate 5 800 day

Set a minimum rental time

¥] Activate a Coupon Code

$ 125

Discount
Applied hourly per every hour rented

76643 N

Coupon Code

Figure 1: Activating the Coupon Code

t
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TIPS
1 Coupon Code: The Coupon Code is designed so venue employees or members
and prospective customers can access and book available time through the main
eVenues Calendar online.
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Step 5: Confirmation

The final step i Step 51 confirms your data entries and asks for your acceptance to the
Listing Agreement (not shown below).

If you need to edit any of the data, you c an

0000

TIPS

cl i

ck on t

venue Roorm Availability Rental Rates  Confirmation

Venue Details: m

Location Name: The Dome

Address: 321 Pike

City: Seattle

State: Washington

Zip: 98010

Primary Contact #: 4259854790

Primary Contact Name: David Jennings

Emergency Contact #: 2065551212

Emergency Contact Name: Nic Peferson

Space\Room: m

Name: MetroDome

Maximum Capacity: 400

Hourly Rate: $100/hour

Daily Rate: $800/day

Description: Giant great room - 100 x 100 - for large gatherings
Room comes "as is" unless you request a special
configuration. If so, we charge you extra. Catering can
be brought in. See amenities for additional parts &
labor

Image(s):

Availability Details:

Figure 7: Final confirmation screen

he

O0EdIi

i1 Listing Agreement: the listing agreement is a standard agreement that clarifies

the role of eVenues as *not* a broker, but more of an agent introducing
prospective space seekers with available meeting spaces. You can read this
agreement online at http://www.evenues.com/agreement.aspx before accepting.
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Approval (or Rejection)

Once you have submitted your Space Profile, you will receive an email confirmation
from eVenues indicating that your venue is being reviewed. eVenues will typically
approve your venue within 2 hours.

If your venue does not fit out venue profile, you will receive a rejection notification, as
well.

Space Profile

Once you have been approved, your space profile will be LIVE on the eVenues.com
website. It will look similar to the example below. Note: there is a tab for Map\Parking,
Space Details, and Reviews. The availability schedule is below and represents the time
that you set up in Step 3.

Overview Map / Parking Space Details

' 000 o 4 AVE RATING: 4.7 3 Reviews
CAPACITY: 25
$40  $300 | wrves
/HOUR /DAY
DESCRIPTION:
This is where you would give a description of this space. Include any
Your Venue Here available amenities or any messaging you would like to convey to the
consumer.
YOUR SPACE/ROOM
2311 Broad Street
Seattle, WA 98121
http://www.YourWebsite.com
Select a Date Choose Time(s) Book Reservation
| Wednesday, August 12, 2009 - hecl ou d
) Unevaliablo 04:00 PI-04:30 Pl
B Selected Date PR
« August 2009 05:00 PI-05:30 PM | ([N

05:30 PH1-06:00 PH

06:00 P-06:30 Pt | (ST
06:30 PH-07:00 P

Figure 8: Final space profile output

TIPS

1 Meeting Room ManagerRole:i t 6s i mportant to assign son
the task of managing the calendar and maintaining valid availability. If you do not,
you run the risk of double-booking the time.
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Meeting Room Manager

Immediately following completing the space profile wizard, eVenues will navigate you to
the Meeting Room Manager (below). The Meeting Room Manager is a built-in resource
scheduling tool to help you track Marketplace reservations.

(AVenues
Book Your Space
My Calendar My Venue My Settings

Calendar: Your Venue Here | Master Week of August 30, 2009
<« September 2009 » Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Su Mo TuWe Th Fr Sa| " "

glans 08:00 AM - 09:30 AM
13 14 15 16 17| 18 19| First RoomiSpace
20| 21 22| 23| 24| 25 zs| AM big joe

9 ataff min

102 G Frank Jackson G David Jennings

10:00 AH - 05:00 P 10:00 AM - 04:00 PM
First Room/Space

s /Sp
1988 First Room/Space ey p———

First RoomiSpace

P
12 Interview

R 01:00 PM - 04:00 PM
First RoomiSpace
Bob

ZAL @ John Jakobsen
02:00 PM - 06:00 PI
First Room/Space

Eoard Mesting

Pl
3

03:30 PM - 05:30 PM
4 M second
Room/Space

m

Sus
5FM Birthday Party

Pl
6

2 PM

Figure 9: Meeting room manager console

The Meeting Room Manager can display both eVenues reservations, as well as private
internal appointments. When a customer has completed checkout and booked your
space, two things happen:

1. You will receive an electronic confirmation via email of the booking.
2. Your calendar will display the reservation in yellow.

Based on how many rooms you have configured in the system, appointments are
colored based on the rooms they map to.

To create a private appointment on the calendar (or, to remove time off the schedule or
public Marketplace),ei t her c¢cl i ck on t he @pAopodrjusdragmt 6 or an
block of time and appointment formw i | | be shown. Complete that

You canconfiguread di t i onal rooms by clickonthglefton t he 6.
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TIPS
i Create new reviews for your venue: under the My Venue\Reviews menu item,

click on Get Reviewed. This simple tool will invite past or former customers to
submit a review of your space for customers to read on the public Marketplace.
1 Add alLink Banner to your website: under the My Venue\lnventory menu item,
click on Link Banner. By adding the link banner HTML code to your website,
customers can see your availability and book your times directly. eVenues
handles all the billing and will pay you at the beginning of each month.
1 Paymentinfo:Dono6t forget to verify your account
preferences. eVenues cannot accept a reservation until your payment
information is submitted.

Feedback

If you have any further questions or feature suggestions, please dond hesitate
contacting us at team@evenues.com.

Happy Renting!

The information contained in this document represents the current view of eVenues Inc. on the issues discussed as of the date of publication. Because eVenues
Inc. must respond to changing market conditions, it should not be interpreted to be a commitment on the part of eVenues, and eVenues cannot guarantee the
accuracy of any information presented after the date of publication.

This white paper is for informational purposes only. EVENUES MAKES NO WARRANTIES, EXPRESS OR IMPLIED, IN THIS DOCUMENT.

Complying with all applicable copyright laws is the responsibility of the user. Without limiting the rights under copyright, no part of this document may be
reproduced, stored in, or introduced into a retrieval system, or transmitted in any form or by any means (electronic, mechanical, photocopying, recording, or
otherwise), or for any purpose, without the express written permission of eVenues Inc..

eVenues may have patents, patent applications, trademarks, copyrights, or other intellectual property rights covering subject matter in this document. Except as
expressly provided in any written license agreement from Microsoft, the furnishing of this document does not give you any license to these patents, trademarks,
copyrights, or other intellectual property.

© 2010 eVenues Inc. All rights reserved.
eVenues.com is a trademark of eVenues Inc.
All other trademarks are property of their respective owners.
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